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This is the initial login
screen. Please select
‘Don’t have a User ID’ link

to create a new
department user

\account.

NIGP Tracking Application

strategic Purchasing Division
y.1.0.0

Lser IDE

[
Password

LG

Don't have a User ID7?

Forgot your password?
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NIGP Tracking Application

Strategic Purchasing Division

Welcome to NIGP Tracking

The Strategic Purchasing Division{=PDY of the Finance & Administration Department iz responsible for administering MIGP codes that
are uzed in the procurement of goods for the City. A department may submit requests containing multiple MIGP codes . SP0 bas up to
seventy-two hours to fulfil & reguest for NMIGP codes from a department once submitted. The MIGP Code iz & four-level hierarchical
clasziffication system - clazs, tem, group, detail. There are eleven digits in the full MIGR code, and all NIGP codes are bound to a
corresponding SAP material number,

Thiz =ite iz for City of Houston employees only. The validation process requires you to specity your COH Employee
Mumber and last 4 digitz of your S5, Make sure youw are authorized to submit requests to SPD.

Your nesy account iz subject to approval by the Administrstor.

COH Employee Humber | "example; &1 23456"

Last 4 digits of S5H | |

[ MEW ISER FROM A COH DEPARTMENT ]

[ SPD EMPLOYEES ORLY

Enter the required data in
First two boxes and click
‘New User From COH
Department’




NIGPTracking Application

Strategic Purchasing Division

User screen for creating the
Profile.

Firat Mame
Last Mame
Phone ( ] L
E_mail
Department Palice [1000] ﬂ]_
|_|$E|r F'EIESW':'rd-
Confirm Password
| save | [ canceL |




NIGP Tracking Application

Strategic PurchasingDivision

Hew User Personal Profile ?De_nqtgs a required Field.

First Name *[JoHN |

Last Name *IpoE |

Phane * ¢|ooo |y |ooo |- |oooo |

E_mail *JOHN DOE@CITY OFHOLISTON NET

Department * [ Palice [1000] v
Paolice [1000]
Fire [1200]

Uzer ID Houston Emergency Center [1500]

funicipal Courts - Administration [1600]
funiciapl Courts - Justice [1700]

Public Wiorks and Engineering [2000]
Solid Waste Managetment [2100]
General =ervices [2500]

Likarary [3400]

Parks and Recrestion [3600]

/ Health and Human Services [3800]

Convertion and Ertertainment Services [4200]

H Mayor's Office [S000]

C.omplete a" reqUIrEd . Affirmative Action [5100]

fields and select the appropriaté:it counci (5500

department from the E;;";g[';{;g’;]““ [0

dropdown. Administrative and Regulstory Affairs [B500]

Infarmation Technology Department [B300]

/ Planning and Desvelopment [70O00]

City Secretary [FS00]

Human Fesources [S000]

Legal [9000]

MIGP Team Only [SPD]

N




NIGP Tracking Application

First Mame | JCHN

Last Name * poE |

Phore * ¢|ooo |y /o000 || oooo |

E_mai *| JOHN DOERCITYOFHOUSTOM NET |

Department * [ Houston Airport System [2800] ﬁl

Lzer D | l Paszword * gene |
Confirm Pazsyword * sane

| save | [ cancel |

Enter password and confirm
Password and then click
save.




NIGP Tracking Application

Strategic'Purchasing Division

Hew User Personal Profile *Denntes & reguired Field.
First Mame _‘|‘_|._IOHN |
Last Mame *DoE |
Phane *¢|oon |yooo |- |oooo |
E_mail *| JOHN DOE@CITYOFHOUSTON NET |
Department * | Houston sirport System [2800] s |
Uzer D | | Pazsword _‘.'_| |
Confirm Password *l |
e Microsoft Internet Explorer [$_—C|

' E Account has been created. Meeds approval by the Adminiskrator,
[

7" After the save a popup

Message shows up for the

successful account creation.
Once the administrator
approve the account, user can
login to access the system




NIGP'_I'racking Application

v.1.0.0

How to Submit a
Request to
Create
NIGP Codes
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NIGP Tracking Application

Strategic Purchasing Division
v.1.0.0

User ID|

Password

Log in with employee ID
and password

Lz

Don't have a User ID7

Forgot your password?
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NIGP TraCking Application Wigloome: john doe i Profile . Fac o ContactUs 0 Logout

Strategic Purchasing Division

Horme Search e Regues Depa.".!‘ment

Houston Airport System (your requests)

Click here to begin
a new request

Houston Airport System (other requests)

RequestiD Date Submitted Time Submitted Requestor Lines Current Status OccurredOn Elap=zedTime
v 05M 552009 e 8: 46 1 Mewy Request



N IG P TraCking Applicatinn Welcome: john doe i Profile . Fac | Contact Us i Logout

Strategic Purchasing/Division

Home Search ! CjLIE Department

Houston Airport System

Request Content Details

*
Denotes a required field.

Dretail Description -~

hfr. Part Mumber | /

Available Plants:

12001 PWE Central .
[12002::Traffic and Transportation
Flarit [02003:: Storm Sewer Maintenance
[]2004::PWE WWest Houston Center ]
[]2005::Public Utilities-Meter Shop When creating a new
[12006::PWE SWW Quadrant 5 request, all * (asterisk)
marked are mandatory.
Wiarehouse
LICihd 1“‘-| b Click here to wiew material codes used by the City of Houston.

1‘.—| You must Copy and Paste the exact code or description from this link.

=P ElEEe R Refer to the FAQ's for login informsation.

Clazs Description *

5-Digit tem Code | |

tem De=cription |

F-Digit Group Code | |

Group Description

11 -Digit Detail Code | |

DELETE [ seve | [ cawnceL |

Request Contents

WITHDR AW FROM SPD ADD MEN ITEM SUBMIT T SPD
_____________________________________________________________________________________________________________________________________|



N IG P TI'EIC kil‘lg ADD'iCﬂtiOI‘I Wielcome: jolhn doe { Profile FA@ | ContactUs | Logout

Strategic/Purchasing Division

Home Mew Regquest

Department

Put as much detailed information
as possible excluding brand name
and product #.

Houston Airport System

Request Content Details

ctes & required field.

—_
TEST REQUEST FOR DEMO

Dretail Description -~

hfr. Part Mumber |

Availahle Plants: Selected Plants:
[412001::PWE Central ggg;?ﬁfi C;ir;ittl?rlanspmtatinn
[#] 2002:: Traffic and Transportation
Flant []2003:: Starm Sewer Maintenance
[12004::PWE WWest Houston Center
[12005::Public Ltilities-Meter Shap
[ 2006:: PVWWE Swy Qluadrant

>

(£

A01::PWE Central Warehouse

M rEEIEE A02::Traffiz and Transportn

LICahd _"‘_| BOX (Box) - Click here to view matetial codes used by the City of Houston.

3-Digit Class Code *|533 | ou must Copy and Paste the exact code or description from this link.

Refer to the FAC's for login information.

Class Description * TEST ITEM ONE

Click here to
5-Digit ttem Code (53344 | save the data
tem Description |TEST ITEM QRME S DIGIT
7-Digt Group Code 5334455 |
Croup Description TEST ITEM CNE 7 DIGIT /
11-Digit Detail Code [5334455 | /

[ save | [ cawnceL |

Request Contents




NIGP TraCking Application Wigloome: john doe i Profile . Fac o ContactUs 0 Logout

Strategic Purchasing Division

Home @ Search lewr Regues Deapartment

Houston Airport System
Request ID=335 f Reque=stor=john doe

Request Contents
Line De=scription UoM Clazs em Group Detail Status
1 TEST REQIUEST FOR DEMO B B33 Fa3344 Fa34455 F334455 Mewy tterm

WATHDR &AW FROR ZPD [ ADD MEWS ITEM

[ SUBMIT TO SPD [I

If no other items are
needed, click submit to
SPD and/or Add a New
ltem




NIGP TraCking Application Wielcome: john doe i Profile Fac i ContsctUs 0 Logout

Strategic PurchasingDivision

Department

Houston Airport System
Request ID=385 / Requestor=john doe

Request Contents

Line Description oM Class tem Group Detail Status
1 TEST REGILEST FOR DEMO B B33 G534 G334455 G334455 Mewy Reguest
[ YITHDR AW FROM SPD A0 MEW ITER SUBMIT T SFD
Click here to

withdraw the request
from SPD




AL ALE S DUTLIHdsl 5 IV I

Hotme Mewy Regquest Department

Houston Airport System

NIGP Tracking Application

Strategic Purchasing Division

Welcome: johndoe | Profile (FAQ | ContactUs | Logout

Home Search Meee Request Department

Houston Airport System

After the request is
withdrawn, the status will
change to new request for
further modification

Select Delete to
remove the request
completely from the

Withdraw Request

Howy do you wvant to seithdrawy your regquest?
Wit hcdr Ey

system
Your request will be withdrawen from SPD, and returned to vou. e stgfus wi

e rezet to Mewy Request.

Delete
Your request will be deleted.

[ waTHDRawv oLy | [ DELETE

Line Description uomM Class Hem Group Detail Status
1 TEST REQUEST FOR DEMOC BT B33 53344 5334455 G334455 Mesws ttem

WITHDRAW FROM SPD [ apDwewTEM | [ SUBMIT TOSPD |




N IG P Trac king Applicatinn Wizloame: john doe i Profile Foac :  Contact s @ Logout

Strategic Purchasing Division

Home | Search lew Regues Deparntment

Houston Airport System (your requests)

RequestiD Date Submitted Time Submitted Requestor Lines Current Status Elapsed Time
385 Q&M E2009 16:08:30 john doe 1 Mew Recguest 0 Days 0 Hours 0 Minutes

Houston Airport System (other reguests)

RequestiD Date Submitted Time Submitted Reque
T 05M 552009 (51546

ines Current Status OccurredOn ElapsedTime

1 Mewy Request

Current Status is
changed back to new
request
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